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RECORDS RETENTION AND DISPOSAL SCHEDULE 

AGENCY AACo Central Services DIVISION Reds Mgmt 
Item No Description Retention 

2. 

4. 

Subject arrangement including original incoming 
letters, copies of outgoing letters, reports, studies, 
memorandum, and other materials related to the 
operation of the division. Also included are 
Proposed Budget information. 

Certification of Disposal 

Forms which are sent to the State Records Center 
to inform them of all records destroyed. 

Unofficial Personnel Records 

Departmental copies of employees records, including 
PAA's, Leave slips, reprimands, evaluations, etc. 

Stockroom Requisitions 

All copies of stockroom req's, printshop req's and 
other purchase orders 

Retention Schedules 

Schedules which indicate how long a department must 
retain their records. 

Records Storage Form 

A form prepared for each separate box of records 
received by the records center. This form serves as 
both a location and disposal control. 

3 years or until no 
longer needed for 
current business. Then 
d e s t r o y . 

Retain 5 years or until 
no longer needed for 
current business. Then 
destroy. 

Retain 3 years after 
termination, then 
destroy. 

Retain 2 years, then 
destroy. 

Retain 5 years after 
superseded, then destroyl 

R e t a i n u n t i l boxes 
destroyed o r t r a n s f e r r e d 

L . to p r i v a t e s t o r a g e 
f a c i l i t y , then d e s t r o y . 

Schedule Approved by 
Records Management Officer 

Date Signature 

Schedule Approved by 
Chief Administrative Officer 

Schedule Approved by 
Agency, or Division Representative 

Date 

Schedule Approved by 
State Arehvist 



ANNE 
ARUNDEL 
COUNTY 

M A R Y L A N D 

Anne Arundel County 
OFFICE OF CENTRAL SERVICES 
Records Management Division 

Schedule, No. 
C-739 

Page No. 

2 of 2 

Item No. Description Retention 

7. 

9. 

10. 

Fixed Assets 

A. Data entry sheets & transfer sheets which 
indicate the initial barcoding system. 

B. Reports - listing of the assets. 

Private Storage Facility Records Printouts 
printouts of all records/files being stored at 
private storage facility. 

Packing Slips 

Slips received to denote receipt of files, transfer 
of boxes to or from private storage, or any other 
action occuring. 

Bills and Backups for Billing 

Bills and backup paperwork for private storage or 
microfilm repairs. 

Retain 2 years after 
data entry into system. 
Then destroy. 
R:etain 1 year after new 
printout received. Then 
destroy. 

Retain until replaced. 
Then destroy. 

Retain for 6 months, 
then destroy. 

Retain for 1 year, then 
destroy. 
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